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Please remember:

• Entering vaccines through this screen WILL deduct from 

your on-hand inventory.

• This option should only be used for direct entry clinics. HL7 

clinics will not have this option.

• The vaccination date documented should be the actual 

date given to the patient, not the date you are entering it 

in CT WiZ. This is important for reconciling your inventory 

later on.



Before you begin, make sure  you 

have selected the correct Provider 

and Clinic



Click Search

Click on Patient Search

OR

To get to the 

Search 

screen, click in 

one of the places 
shown here.



Once you are on the Patient 

Search screen:

• Enter your search criteria.

• Click on the Search button 

to find any matching 

patients.

Possible search criteria:

• First 2 letters of first and 

last names (John Smith = Jo 

& Sm)

• Patient ID

• Patient date of birth

• Other identifier (see 

Identifier Type drop down)

You may have to perform searches a few different ways to find results. Using less 

characters will give you a larger result, which could be helpful if the patient has 
a hyphenated last name or a misspelling. You want to make sure you thoroughly 
search for patients to avoid creating duplicate patients.



Once you find 

the correct 

patient, click the 

down arrow next 
to Demographics 

and click 

Immunizations.



Click the down arrow 

next to Select Action 

and select Add 

Vaccines.

Please keep in mind 

depending on your 

connection to CT WiZ

(Direct Entry or HL7), 

your action dropdown 

will differ.

If you will be 

administering all 

recommended 

vaccines, you can 

check the auto-

populate box. If not, 

you can individually 

select vaccines on the 

next screen.



1. Confirm you are in the correct 

clinic.

2. Enter the Vaccination Date. If this is 

the current date, you can double 

click in the field. This will go on the 

patient's record, so make sure you 

are entering the correct date.

3. If you do not want to be the default 

clinic for the patient, check the "Do 

not set..." box.

4. If you checked the auto-populate box 

on the previous screen, the vaccines 

will be prefilled. If not, click the 

down arrow and select the 

vaccine(s) that you will be 

administering. Please refer to the 

"Supplied by" document located on 

our website to select the correct 

vaccine.

5. If you have the vaccine in your On-

Hand inventory, you will have a 

green check. If you do not have it, a 

red x will appear. You should not 

administer if there is no inventory.

6. If you have a vaccine refusal, please 

refer to "Adding a Vaccine Refusal."

7. If all fields are filled in, click Create 

and Administer.

Remember- The patient file you are in will always be displayed in the top 

banner of the screen.
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1. Enter the actual Vaccination Time. If it is the current time, you can double click in the field.

2. If the patient is VFC eligible, it will show on this screen. This information is pulled from the Demographics 

screen, so it is crucial this is verified at each immunization visit.

3. Select the Administered By in the drop down. If a name is missing, please visit our website and submit a 

help desk ticket.

4. If you had a vaccine refusal, the refusal information will carry over to this screen.

5. Select the correct vaccine you are administering from the drop down. This inventory is pulled directly from 
your on-hand inventory screen.

6. When you select a vaccine, the body site, route, and dosage automatically prefill (you can change these if 

they are different).

7. If you did not administer the vaccine, or need to delete the vaccine, check the appropriate box.

8. Once all information is complete, click Update. All administered vaccine(s) appear on the patient's 
Immunization Home screen.
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